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Pam Says 



A PUBLICATION ESPECIALLY FOR BUSINESS GIRLS . . . 

A subscription service with just the right kind of instruction 
to help girls sharpen skills and develop confidence to see 
them through any office situation. Written in a style espe¬ 
cially for business girls, this is high level instruction that 
gives a gal the poise and polish of a real professional. 

IN A PRACTICAL NEW FORMAT . . . 

Subscribers receive two illustrated, twelve-page bulletins 
each month, twenty-four stimulating issues throughout the 
year. Attractive PAM SAYS binders are also available for 
handy filing. 

WITH ONE MAIN IDEA PER ISSUE . . . 

Each issue focuses squarely on one of the qualities that makes 
a top-notch professional stand head and shoulders above the 
average. In a method based on programmed instruction, the 
techniques are carefully broken down into the amount a girl 
can easily remember and apply. 

PLUS THESE ADDITIONAL SECTIONS . . . 

"What Would You Do?” The techniques in each issue are re¬ 
inforced by a hypothetical situation. A problem is set up with 
alternative choices of action. Then "PAM" comments--often 
humorously--on the various solutions. 

"Watching Your P T s and Q f s Department" and "Test Your¬ 
self". Two sections, appearing in alternate issues, offer- 
ing a quick brush-up on spelling, grammar, punctuation and 
word usage--valuable to new and experienced workers alike. 

Add it all up and you have modern, up-to-date training 

that business girls find enjoyable as well as beneficial! 




See over 
for samples 
of actual 
issues 
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Pam Says 


to help every office girl 
do a better job ... 


Two New Issues Every Month! 


Subscribe Today! 
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PERSONALITY PLUS 

The girl who handles most of our 
incoming calls has a terrific 
telephone personality. Just from the 
way she answers the phone you can 
tell she is delighted that you called 
and would love to help you. 













2 . Hardly a week passes without some customer or supplier taking the 
trouble to tell us how pleasantly his call was handled. She does an 
important goodwill job for our organization. You can do the same for 
your company, your boss, and yourself. Or vice versa. It all depends 
on your attitude toward the telephone and that unknown person 
on the other end. 


r 



"That gal who answers 
your phone is terriffcl 


H 



[ 











3 . When the phone rings, it may be anybody—the president of your 

company, your biggest customer, the boss’s wife, or a clerk in the file 
room. That means there is only one way to answer the phone—ever: 
promptly and pleasantly! If it happens to be the clerk in the file room, 
she’ll appreciate your courtesy too. 
























4. Sure there are times when the last thing 
in the world you want to hear is the 
phone ringing! But the person who 
calls isn’t aware of your problems. And 
he isn’t going to like it a bit if you let 
the annoyance show in your voice 


or manner. 


'Ill bet she comes to work, 
on a broomstick!" 




5 - One of the tests of a good secre¬ 
tary is the way she handles the 
telephone under pressure— 
calmly, courteously. She doesn’t 
panic, and she doesn’t take it 
out on the innocent party on 
the other end of the line. 


"Mr Jones 7 office, 

S M '/es Gdte speskinj. 












6 . Maybe your boss is a V.I. P.—but don’t let it show by the haughty way 
you answer the phone. When you have to screen calls, do it pleasantly, 
cheerfully and considerately: “May I tell him who is calling?” “May I 
tell him what you are calling about?” Courtesy pays, from the top 
down as well as from the bottom up. Answer that phone with 
personality pins! 
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"He won't be back today — is there 
anyway / could help you. ?" 













WHAT WOULD YOU DO? 


Your boss is out of town for the rest of the week. A customer calls for him 
by long distance telephone. When you ask if there is anything you can do, 
he tells you that some merchandise your boss promised him a week ago 
hasn’t arrived. What would you do? 



1. Tell the customer you don't know anything about it, 
but you'll have your boss call him first thing 
Monday morning. 

2. Tell him that, if your boss promised it, it must 
have been shipped. Assure him it will show 

up in a day or two. 

3. Get enough facts to identify the order. Then tell him 
you’ll investigate and call him back later in the day. 

(For Pam's comment on your choice, see next page.) 


r— 







"What happened to this ? The 
customer is having a fit!" 


PAM’S COMMENT 


1. He wants help right now. Is that the 
best you can do? 

2. Very risky. You’re not helping a bit— 
just trying to stall. 

3. Good! If you don’t know how to 
check up on the order, get your boss 
on the phone and find out. If it’s a 
significant customer, maybe you'd 
better call the boss anyway—he 
may want to make his own apologies. 
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just trying to stall. 

3. Good! If you don’t know how to 
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WATCHING YOUR P’s and Q’s DEPARTMENT 


Perhaps you already handle a certain amount of correspondence for the 
boss. If not, the opportunity may come at any time—be ready for it. When 
you get a few spare minutes, try phrasing some replies to simple inquiries. 
Here are some points to bear in mind. 


1. Don’t try to be so businesslike that 
you freeze up. Be simple, direct and 
friendly. No matter how impressive 
the title of the person to whom you 
are writing, he's probably a pretty 
nice person. He’d much rather 
receive a simple, friendly letter than 
one which sounds as though it were 
composed by a business machine. 

2. Use plain, ordinary English. Don't 
try to mimic the phrases you've 
occasionally seen in other business 
letters. Perhaps you’ve heard the 
verse: 

These phrases are tired—they’ve been 
years. Let them rest in peace! Be your 
and get it over with. The customer will 


We beg to advise you, and wish to state, 
That yours has arrived of recent date. 
We have it before us, its contents noted; 
Herewith enclosed are the prices quoted. 
Attached you will find, as per your 
request, 

The sample you wanted; and we would 
suggest, 

Regarding the matter and due to the fact 
That up to this moment your order we've 
lacked, 

We hope you will not delay it unduly, 
And beg to remain yours very truly. 

overworked for fifty or a hundred 
own pleasant self; get to the point 
love you for it. 




RESERVATION INSTRUCTIONS 


John L. Beckley, President, The Economics Press, Inc., 270 Pleasant Valley Way, West Orange, New Jersey 07052 

□ Send us the next three issues of PAM SAYS as a trial so we can judge for our¬ 

selves its effectiveness for our office personnel. No obligation to purchase; no 
salesman will call; nothing to return. If not completely convinced of its value, we shall cancel the 
service after receiving the trial issues, and owe you nothing. Otherwise, please continue the service 
and bill us for these and future issues at your regular quantity rates. 

Please send . copies of each issue , one for each girl in our office. 

(WRITE HOW MANY) 


Name . Title 

Company . 


Street & No. (or P.O. Box) 


City . State . Zip . 

Important: Even after the above introductory trial, PAM SAYS users may discontinue the service, 
without question, at any time. However, we would appreciate ten days' notice. 


Looseleaf binder holds full year's issues. ( Sturdy blue 
OPTION' Letherex, with white trim; riveted, all-metal, “flick-open” 
binding. Handsome and useful. 500 each (billed later). 


(WRITE HOW MANY) 


Kindly (l.S.V.P. 

by returning this 
postage-free card 


The above trial offer is intended for bona fide |-1 We do not wish 

business organizations and is not available to to accept your 

individuals. It is made to a limited number of I I offer of a three-issue 

companies at a time. If you do not choose to trial of PAM SAYS, 

take advantage of it, we would still appreciate 
hearing from you. Just note your wishes here. 
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PAM SAYS filing binders 50$ each. 

Quantity orders billed every six months; 6% discount on annual billing 

if you prefer. Individual subscriptions $10.00 per year. 
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STUB FOR YOUR RECORDS. 


BUSINESS REPLY MAIL 

No Postage Stamp Necessary If Mailed in the United States 
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The 

ECONOMICS PRESS, Inc. 

P. O. Box 425 

West Orange, N. J. 07052 
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West Orange, N. J. 
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THERE IS SOMETHING NEW UNDER THE SUN! 

IT’S OUR DELIGHTFUL - YET AMAZINGLY EFFECTIVE - 
“PAM SAYS” TRAINING PROGRAM FOR OFFICE GIRLS. 
IF YOU HAVEN’T YET TRIED IT, YOU ARE CORDIALLY 
INVITED TO DO SO - COMPLETELY AT OUR RISK! 

Here is a training program that guarantees to 
improve the work habits and attitudes of your 
office personnel. If not, it costs you nothing! 

__ 



Are you tired of haranguing girts about tardiness, errors, 
and over-long coffee breaks? About inappropriate dress, heavy 
perfume, and excessive socializing? About lack of enthusiasm, 
lack of interest, lack of loyalty to the company? And about 342 
other things ? 

Why not let PAM do it? It may open your eyes to find that a 
third party, talking as one woman to another, carries a surprising 
impact-- especially someone who lays it on the line in the refreshing 
way PAM does. The girls read and enjoy her twice-a-month 
messages. They frankly admit she hits the nail right on the head. 
The only objection the girls have ever registered with us is that 
there ought to be a similar service for men. 

Don’t take our word for it--try this service right in your 
own office at our risk and see the results for yourself. Just give me 
your permission on the enclosed card to send you copies of the next 
three issues of PAM SAYS, one for each girl in your office. If your 
girls are not enthusiastic about these bulletins. . . if you don’t notice 
a definite improvement in their attitudes and work. . . just drop me a 
line and tell us to cancel your service. No salesman will call, there 


(over) 











is nothing to return, you will owe us nothing! 

Even if you decide to continue, you can cancel the service 
later--at any time--and pay only for those issues already received. 
Fair enough? 

PAM SAYS has the most enthusiastic customers of any train¬ 
ing program we offer. Why? Because the girls like to receive it and 
the boss likes the way they react to PAM’s suggestions. In woman- 
to-woman fashion, PAM can lay it on the line in a manner that might 
be resented if it came from the boss. IPs different when PAM says 
it because--basically--she T s on their side. She wants the girls to get 
ahead, to enjoy the satisfaction that comes from knowing they have 
done an excellent job. 

Don’t miss this opportunity to try PAM SAYS for your 
entire office staff. Send in your reservation card today. 


Sincerely, 




John E. Beckley 
Publisher 


“There are many times you would like to say these things to a secretary, but either do 
not have the time or the inclination to do so. These pamphlets get the message across with¬ 
out involving the boss.” 

H. Bowen, Branch Mgr. 

IBM Corporation, Elizabeth, New Jersey 

“Because each secretary receives a copy of each issue, none of them take any of the 
hints personally — so they read and enjoy. The girls who have shown improvement think 
they’re doing it on their own.” 

Miss Rosalie Schwartz, Exec. Sec. 

Elco Corporation, Willow Grove, Pennsylvania 

“All of our secretaries have expressed great enthusiasm over the program. This service 
has also been very appealing to our top management people. Their likes seem to stem from 
the fact that each issue oftentimes touches on a weakness inherent in their secretary. Im¬ 
provement was notable after their secretary had read PAM.” 

Dale W. Euchner, Dir. of Pers. 

General Telephone Co. of Iowa, Grinnel, Iowa 

“We believe that some of the girls have shown an improvement in behavior since receiv¬ 
ing PAM SAYS. We find that by distributing these booklets the girls know that our Company 
has an interest in their future.” 

W. G. Klomhaus, Cashier 

Sherwin Williams Company, Chicago 1, Illinois 
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270 PLEASANT VALLEY WAY, WEST ORANGE, NEW JERSEY 07052 






